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2HSPAHJSiE^ft3t* SUPPLY EMiSBS 


1» Kfftetiva 1953 * all rssjusfeii? fa- 

•bbautfced by the 11 sliding Supply Offices, Static s & In 
ISeelmieal, (feosafefcot w-Afiaiaiotfttivo QiriGto , Tmx 
tx-w. Field STaaator Seftdqusarters, Field StatS/aoi? R;aS F5 
jeets Initiated hy os* <sa’ the above divisions., viU b© propaarto j 
tie® p«m fi». 34- 

2» A single fcquialtiea my contains 

ft* Both •xK^sfidable and j^^sspsadsbl® l Sens* 
bo All tmilr gre®p©. 

c» Stock Itaaa* ibtsas Hated in the Agmcar stock Cstetat* 

wm-etaatol item* 

3* Separate -equieitloae will be ehbaitfccd fort 

a. Partial shipments extending over & jar led of t 'use . 
b» Difftfroat esnaigneaa. 

c. 3i?fe:.*fjnt account nusifeer* and/ec* prsjeet w^ n , 

k* Requioitiun Fom So. 36 - consists of two sheets of assaifoid 
paper inaperf orated) end oat sheet of heavy perforated stock. 


c j- 


The office preparing the requicltioa wilt* 

a. Retain one Manifold copy. 

b. Forward ©no a®ijj!.f©ld asd the perfor sted copy toj 

Stock Control Branch 
Supply Olrlcion 
iflng 0 , Quarters Sya 

. 6 * Pri0r to subainsi©** of requisition to the Stock tetrol Branch. 
A ° n . f( ?T *^kwring types ©f Material *;.il be ftmiarded through 
-.he Of! lee indicated below, for technical guidance and/or approval. 


a. Executive type furniture 
b« Surveillance and I*Jjotographic 


Equipaeat 


CM if , Logistical Office 
- Chi •jf , Office of technical Services 
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Security Information 


e« Coownrlcatlon Equipment 
4. Medical Equipment 
* • Aepcrodaction Equipment 


- Asst. Director ©f Communications 

« Chief, Medle&l Of fie* 

" Chir-f , Adsinlstsmtivs StMeec 
Office 


f « Business Machines 

«* Firs Arms (tar issue in 05 
only) 

h* Research and Development 
Items 

1. Internal Security Items 


- Chief, Organisation and Sfettaads 
Service , Office of the Oorgvferollex 

- Chief, Security Office 

- Chief, Office of Technical Services 

- Chief, Inspection and Security 
Offics 


J. Aircraft or Aeronautical Equip. 

mat end teasels or Maritime Equipment- chief. Air Maritime Division, Pare- 

ailltary Operations staff 


. .*Xv 0°* t J* »g-P«rfte»ted ®«Py suhmittad to the Stock Control Branch will 
he signed. Each office will submit with the first requisition a mme sa&m 
containing the ness and signature of persons authorised to sign requisitions. 

.. °* ^departmental division submitting the rsquisitien will prefix 

the re quislt lco nusiber with the four digit designation assigned by the Office 
Of the Comptroller to identify the Office n d Division. 


9* Overseas requisitions will indicate an "estimated time of departure" 
date ca a realistic basis. The ETD date will be the las t day by which the 

- ■*- * . • a * w v 


supplies should reach the part of embarkation. 

indictate "required dates” on a realistic basis. .. 

last day by which the supplies should reach the consignee 


requisitions will 25X1 A 

required date will be the 


a * omergency requisitions {those requisitions for material when 
toe success of an operation will be seriously Jeopardised by the israadl- 
ate lack of the material), the ETD or required data will represent an 
estimate of the time required to effect supply with expeditious handling, 
e no ee.se will an i^ossible date be specified. When practicable, the 
establishment ©f a realistic date will be coordinated with the area coor- 
dinator end Chief, Stock Control Branch, (telephone extension 8039 <ar 8754) 
prior to submission of the requisition. 


b. The required date for other requisitions will represent actual 
order and shipping tisae experience in the receipt of supplies by consignee, 
but in no ease be less then 30 days from date of submission of the 
requisition. 
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Security Information 

10 . The following time schedules will be followed in processing 
requisition*,. 


Requisitioning off lee approving office - 4 work days 

tparagraph 6 above) 

o. Stock Control Branch - 2 work days 

e. Depot Operations Retook from depots} - 10 mark day* 

d. Purchase Die. (preparation of purchase 

order}: 


Cl) Department of Defense procure** at 

( 2 ) fra— srcial procurement 

e. Purchase Dir. (procurement lead tine): 

Cl) Department of Defense procurement 

|a) Co— wrclal procurement 

(varies with type of material ' 


- 5 work day* 

- 30 work days 


- 55 calendar days 

- 30 to l 80 calender 

days 


t. in transit time -• Chased an experience) varies with distance and 
method of transportation 

l.j » Requisition©? will fill in all the following blocks on Pom 36 - 

a. Classification - Insert , ’RSOTRXCTED% ’’COaBTDKBTIAL" , "SECRET"* 

SECRET," as applicable. If document is not classi- 
fied, indicate "Sene". 

b. Sheet number and number of sheets to the requisition. 

c. Basis - Short statement of reason for the request, reference to 

oversea letter, date or cable nuaber and/or authority for 
request. 



(l) Same of office preparing requisition. 

|2) Ram* of individual to be contacted for additional information 


2 - 3 


Securii ^Information 
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SECRET 

Security Information 


1 3) Hoorn number and building of abort Individual. 

(4) Telephone extension of above Individual. 

f. Authorised -■ 

fl) lean and title of individual authorised to sign requisitions 
I see paragraph 7 above). 

C«) hate requisition is submitted to Stock Control or approving 
office. 

g. Requisition number - 

(X) Four digit requisition identification, see paragraph 8 
above and 

(Z) Requisition number beginning with the number "1" at the 
start of each fiscal year and 

|3) Two number to represent the fiscal year. 

(4) All the above nuaber s will be repeated on each items stub 
in space narked TR". 

(5) Example of complete requi sit loner identification, requisition 
number and fiscal year: 

Office and Division 0123- 

Requlsitlon 3unb«r 45- 

Flseal Tear 53 

Complete Requisition lumber - 0123-45-53 

(6) For offices with large volume of requisitions, it is 
rscnnmndad that a rubber stamp be used far numbering requlsltiener 
identification. 

h. Ship to - Rams and address of consignee. 

1. Marked for - Code name of port of debarkation for consignees under 
Army cover. 


J. Required date - aee paragraph 9 above. 


k. Special instructions - any special packaging, packing, marking, 
instructions, recommended method of transportation , extra document 
distribution, etc. It ie recommended that no classified information be 
placed in this space . If additional space is required, attach asammadun. 
to the perforated copy of requisition. 


Security 
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Security Information 


l . Account amber - as assigned to the Division by the Office of the 
Comptroller . 

m. Project mafcsr {when applicable) - as assigned by the Project 
Review Committee. 

n. Item maker - list consecutively. 

o. Requisition maker - repeat information as shown in block g, above 
P» Unit of issue 

q. Stock nugbsr - 

Cl) Stock movers are assigned in the Agency Catalog to all 
itens which are regularly procured, stored and Issued by the Agency. 

r. Description - 

|l) lie complete description as shown In the Agency narrative 
catalog, when published. Do not use electrical accounting mchlne 
abbreviations . 

|2) If predetermined description is not available, a complete 
description with reference to page and name of trade catalogs my be 
used. 

C3) If additional space is required continue on next strip. 

(k) 2n the event substitutions will not be acceptable, "Do Set 
Substitute is written in this block. 

s. Requisitioned - quantity requested. 

Do not fill in other blocks. 

12. The requisitions will receive an information copy of each type of 
transaction taken by the Stock Control Branch to effect supply. The documents 
will contain a top stub as follows: 

a. Shipping document - showing items to be shipped from depot stock 
and depot consignor. 

b. Purchase request - showing items to be procured for re ship-rent 
to consignee or direct to consignee. 
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| .4Sv5.»£3Bj submitting. tae irequisitiW? will ikforai the uit-iraate 

| carnt#** of r m mu«a:rn& statu, dfla» r fusing o^Ss ' STt? aad | 

i R«^uts.i ic«a» far autanotir® vehicles, n addition to the ferii and 

^ l * «-w-5 SV£L£u- 

| m duplicate containing the following information i H 

1 ' - ! "’ ' l ■ !. . ,j • ; 1 : " : •'< . ,j. ... :. '•■ ... y j:?. 

| ** For overt vehicles show: 

} [ t 1 ) type ©f vehicle, aodel end eepee^t!r»i 

] ' C*) Mwtlasuai cost, honed on available funds. 

|3> Special accessory equipment roqulredt 

| '■ pr«f«renee i1,ie ® uto8tlt ' rti<ws » three if poesible, listed in cw*d»r 

^*) ^ 'pplscesaeot , show tbs type^ ilodel, agyt*! ! 

I srs^s:! 64 ^* u > ** ***** ®s i^t y 

f Mlttcie? ^ additional, show state^n* ffljr need of additional 
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